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The class was well informed with the basic computer terms with Interactive Session mode.

The first day start with Word Processing and Its operations like setting up page layout,
paragraph, line spacing, creating new style, Mail Merge, Smart Art, Inserting Shapes, Clipart etc
and students were able to gain the knowledge about different function of Word Processing and

Its applications etc.

The second day class start with Database Management System by using Ms-Access
Software. Students were able to gain the knowledge about different types of Database
Software’s, Concept of Database and Its types, uses of Database, Creating Tables and Liking

with Reports etc..Subsequently students were asked to do the report design in Ms-Access.

Some students had already worked on MS-Excel with simple data entry; they were introduced to
additional formulas. data filtration, compare data, pivot tables, chart preparation, linking with

database etc,

The last day classes started with Graphics and Multimedia with demonstration of Photoshop and

Corel Draw software and explained various applications and Functions of its tools.

Assignments were conducted to examine the understanding of the students on the various topics

covered.
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